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'- ACTION REQUESTED 

ESTABLISH OISPOSlTt3N SrANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; 
NO FURTHER ACCUMULATION ANTICIPATEO. 

,- --7w - -. "rrr..: ww.---- 
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9. Exad  Series Title 

0 
5 Earliest 6 Latest Dales of Series 

- -0- c_-* General Support Services- General P i l e s  Worklns T I I h  6 Trl NO.  

Atlanta, Georgia ords Hgt. OfficesTd56-5253 
1 

'1 

...- I . . .  . . 
-. 

-c ~ L .  ~.--~*. 
11. m i h e  contains Ihe following documents (include form 'ntmhers ind t i t l a z n d  file wran@hnl)r, . 

~ 

. Dy=umcnts r e l a t ing  t o  the  construction of airports.  

' . . .  
I '  

fo r  documents', included in the  series. 

The Division of Adminiswation provider, s t a f f  support t o  the Department in the  a reas  of 
general accounting, audi t s  and f i s c a l  procedures, personnel and maining, cont rac ts  
procurement and administration, .equipment control,  purchasing, inventory and warehouse 
t cn t ro l ,  general f i l e s ,  records management, Department budget and air travel serviceE 

~ 

, 

. .  

I 
i 
I 

', 

ATTACH SAMPLES CF THE FILE 
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16. Dort the sprier rotit,tin clarcilird infnrm.ititni rr.quititiR security haitdlinyt? 

- !  ,. 
I?. Does Ihc 'series initiate, amend or ttvnictialt agency mlicies and prccetlute,,. . '-: > I '  1 '~ Ix : l  

I . : 
~ : 

18. Could the function be performed il the . liles *ere lust or destroyed? [ 1 . .  : I X I  
:. . :. :. 

~ ~. 

19. Is the series lor malor porticni 01 it) tcgit+.irlv iilciutllicied? I f  yes, why? 

20. Doer the record scties provide data as input to an EDP file? 

21. Does the record series contain documcnl.itioit pruduced as EDP printout? . t 1 . r x ~  
22. HJS the Federal Ccrvernment issued instructions governing retentionldisposition of Mew filel? ~. . , .  :: [ J t [X  

~ .- 

~. [ 1 . . I X  
. . .  

?3. Will there hr a ncrcl Inr thew tecrmll. 10). 15 pars  from now? I! yes, what? 

14. REQUIREMENTS. rhr'fottowing wqiiircr the files to be kept, 1 years: 

s - --..-- -_I_Q___ 

- 
, ,- 

. .  . .  ! 
a. [ 1 STXTE b. I SfATUIE OF c. [ ] AUDIT d. f ) FEDERAL e. [ ] ADMINISTRATIVE 1. [ ) HISTORICAL 

LAb LIMITATION PERIOD LAW DECISION VALUE 
(Cite Law. Statute. or other reason lor the retention requirement) 

Georgia 4 ,ode Annotated Section 3-705 act ion upon s imple  contracts in writ ing s h a l l  be 
brought within six years a f t e r  the r i g h t  of act ion s h a l l  have accrued. 

-, . _---. -- -- - I 

U. AGENCY R~COMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] CALE DAR YEAR [ J FISCAL YEAR .p J Othec Camplettort of project and f i n a l  the1 

1, '1 Hold n the current files area 
Sta t e  payment t o  city or county 

montk(q)l Yead,): 
. . yast(r)r 

r 
[ J Trans 1 er to [ 1 Slab Rccords Ccnler [ 1 Local Holding Area, hold 

. [ ] Destroy. 
[ 1 Transfer to Stalp Archives lor prniarvnt retention. 
[ 1 Destroy imniediatcly alter ciit 011. 
[ X I  Other: (Specilyl Place f i l e  i n  inac t ive  projece f i l e ;  c u t  off inaceive project file a t  end 

of calendar year; hold i n  current f i l e s  area one year; t r ans fe r  La State 
Records Center; hold six years; then destroy. 

(Indicate brielly ratiorialo for recommendations abovelor write additibnal remarks): 
Note: If the  Department is involved i n  l i t i g a t i o n  on a project,  t h e  f i l e  w i l l  be retained 

seven years after the case is se t t l ed .  
-Y _- - --_ - --- --.- -._-___-------_I ---I- 
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11. 
(1) Contract F i le  

The series contains the follawlng documents: 

a. 
b. 
C. Supplemental agreement 
d. 
e. 
f .  Maintenance Agreement 

. g. Special provisions 

Contract for  construction of a i rpor t  (simple contract) 
Affadavit for pr io t  approval of subcontractors on equipment 

Map Sharing location of project 
Telegram t o  Commissioner giving authorization data 

t 

(2) Statement Voucher Payment F i le  
a. Monthly statements (form HD 9) 
b. Final voucher 
c. Final payment by State t o  countyfcity 
d. Transmittal letter and other coorespmdence 
e. Requests for allotments (form HD 107) 
f .  Letters showing checks paid t o  countyfcity 

13) General F i l e  
a. Final acceptance report  
b. Correspondence 
C. Plan sketches 
d. Notification tha t  project is  ready for inspection 

(4) Est imate  f i l e  
a. Detailed cost  estimate 



DEPARTMENT OF ARCHIVES i IIIWORY 

GEORGIA RECORDS DISPOSITION STANDARD 

I l m t  .IYI m v + r r  n( Ihh  Iorrn Slgn oriilaal r r h  two wlra 

and toruartl to th-portmmt 01 Arrklrer. and Hhto ly .  Att?n!lQQ: 

1Iccoi-d. Manidernml Olflcrr. 

AGLNCY. 6IviUon. SuMlulslon L Admlnlrlrrln# & r i f f  Address 

- _. -____ I_ 
.... ~~ .- -~ -. _J _ f _ _ _ . . _ _ .  . .  ..- 

2. Awaw APPllr.Uon No 

-- ._---- II ._-._ 

Department: of Transportation 
Division of Administration 
General Support Services- General F i l e s  
Atlanta, Georgia 

-r~- ~ -. ~.~ - ~- - .  I.(. : .x- ... '- ACTION REQUESTED 
ESTABLISH DISPOSITISN STANDARD, 
RECORD WILL CONTINUE TO ACCUMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; 
6_1 NO FURTHER ACCUMIJLATION ANTICIPATED. - - -  I - . ._ . - - -*-*,-.. -- - ~ 

0 
m ,  2 
8. Earliest 81 Latest Dates of Series 9 Exart Series Title 

- 1961- To Date Airport  Pro jec t  Construction File 
- - - _  _ .  . -_ - I .---I_ _I_ -- 

0. whd is the function of the office in which this recnrd series i s  created 

The Division +f Administration provides s t a f f  support t o  t h e  Department i n  t h e  areas of 
general  accounting, a u d i t s  and f i s c a l  procedures, personnel and t r a in ing ,  con t r ac t s  
procurenent and administration, equipment con t ro l ,  purchasing, inventory and warehouse 
cont ro l ,  general  f i l e s ,  records management, Department budget and a i r  t r a v e l  se rv ice ,  

__.- . __ - - _- .___ - - - - - ~ 
I-___ __ - ~ . - - -  - LF 

1. This file contains the following documents (include form numbeis and tit's, if any; and file arran@6heiltl: 
Documents r e l a t i n g  t o  the  cons t ruc t ion  of a i rpo r t s .  

See attached list f o r  documents included i n  t h e  series. 

F i l e  is arranged numerically by p ro jec t  number. 



+ YE$ 

13. Is this the Record Copy of the series? 

14. Is there a duplication of this series in  another office or agency? 

. 

15. Is the inlorrnatiori contaiiicvl in this swit:.; ever stinnnarized or published? Attach copy of st,.nmary or publication. [ 

16. Does the srries contain classified infnrrnatiim rkqtiiiirig security hahdling? 

17. Does the series initiaie, amend or ierniinale agency policies and prc.?edure;? 

] 

[ I  

1 1  

18. Could the function be performed i f  the files Nere lost or destroyed? 

19. Is the series (or major portion of it) regu'ariy ilicJ6filtlled? If yes, why? 

20. Does the record series provide data as input to an EDP file? 

21. Does the record series contain document.ilioii produced as EDP printout? 

I 1  

[ I  

[ I  

t l  

12. 

?3. 

Has the Federal Government issued instructions governing retention/disposition of these files? 

Wi l l  there he a necd for thew ieccmlc, 10, If,  yrws from now? I f  yes, what? 

!4. REQUIREMENTS. The following reqtiires the files to be kept z . .. .years: 

[ .  1: 

' I  1 
1~~~ ~- .- . ~ -~ .~ . . -~ . . . * ~ ~~.I...~I~_-- 

a. [ 3 STATE b. I XJ STA'I'UlE OF c. [ 3 AUDIT d. [ 3 FEDERAL e. [ 3 ADMINISTRATIVE 1. [ ] HISTORICAL 

Georgia Code Annotated Section 3-705 ac t ion  upon s imple  cont rac ts  i n  wr i t ing  s h a l l  be 
brought wi th in  six years a f t e r  t h e  r i g h t  of ac t ion  s h a l l  have accrued, 

LAW LIMITATION . PERIOD LAW DECISION VALUE 
(Cite Law, Statute, or other reason for the retention requirement) 

~ . ~ . , . .. . __ ~- ~ 
~~ ~~ . - .~ ~ ~~ 

~ . .. ~.~ ~ ~ ~ ~ ~ .. ~- ~ 

5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 

-[ ] CALENDAR YEAR - [  ] FISCAL YEAR - [ X I  Other Completion of pro jec t  and f i n a l  then 

[ J Hold in the current files area month(?)/ yearb): 
[ ] Transfer to [ 1 State Records Center [ 1 Local Holding Area; hold . . .. . yeads): 
[ ] Destroy. 

[ 
[ 
[XI Other: (Specify) Place f i l e  in i nac t ive  pro jec t  f i l e ;  cu t  off i nac t ive  pro jec t  f i l e  a t  end 

S t a t e  payment t o  c i t y  o r  county 

1 Transfer to State Archives for permanent retention. 

1 Destroy irnriiediately after c i i t  off, 

of calendar year;  hold i n  cur ren t  f i l e s  area one year; t r ans fe r  t o  S ta te  
Records Center; hold six years;  then destroy,  

(Indicate briefly ratioriale for recommendations abovelor write additional remarks): 
Note: I f  the  Department is involved i n  l i t i g a t i o n  on a p ro jec t ,  t h e  f i l e  w i l l  be  re ta ined  

seven years a f t e r  t h e  case is settled. ~- ~.~ -~ -~ . - .. . -~ ~ 

Attach Samples of the Series 

A Recmmendations [ ] Approved [ 3 Disapproved 
"_ ... ... - . ~ ~ . .~__ .. . = .,I.__ 

25 are: 

. .  



AIRPORT PROJECT FILE ____ - -- - - - - - - 

11. 

( I )  Contract F i l e  

The series codtains t h e  following documents: 

a. 
b. 
c. Supplemental agreement 
d. 
e. 
f .  Maintenance agreement 
g. Special  provisions 

Contract f o r  construction of a i r p o r t  t 5 - ? \ e  c--+--bt+) 
Affadavit f o r  p r i o r  approval of subcontractors on equipment 

Map showing l oca t ion  of p ro jec t  
Telegram t o  Conmissioner giving au thor iza t ion  da ta  

(2) Statement Voucher Payment F i l e  
a. Monthly statements (form HD 9) 
b. F ina l  voucher 
c. F ina l  payment by S t a t e  t o  county lc i ty  
d. Transmittal  letter and o the r  correspondence 
e. Requests f o r  allotments (form W 107) 
f .  Letters showing checks paid t o  county lc i ty  

(3) General F i l e  
a. F ina l  acceptance repor t  
b. Correspondence 
c. Plan sketches 
d. No t i f i ca t ion  t h a t  p ro j ec t  is ready f o r  inspection 

(4) E s t i m a t e  
a. Detailed cos t  estimate 

( 5 )  T e s t  F i l e  
a. C e r t i f i c a t i o n  of materials I b. F ina l  acceptance 

, 


